
California 
Fair Political 
Practices Commission 

Linda A. Beliveau 
Deputy County Counsel 
County of Sonoma 

July 14, 1986 

75 Administrative Drive, Room l16A 
Santa Rosa, CA 95401-2881 

Re: Sonoma county Area Agency on 
Aging . 
Our File No.' I-86-222 

Dear Ms. Beliveau: 

This is in response to your May 12, 1986 letter seeking 
assistance under the conflict of interest code provisions of 
the Political Reform Act.1I 

QUESTION 

You asked if the members of the Advisory Council to the 
Sonoma County Area Agency on Aging are "designated employees" 
as defined by Section 82019 and should be covered by the 
Agency's conflict of interest code. 

CONCLUSION 

The members of the Area Agency on Aging's Advisory Council 
do not make or participate in the making of governmental 
decisions within the meaning of 2 Cal. Adm. Code Section l8700~ 
are not "designated employees" as defined by section 820l9~ and 
should not be covered by the Agency's conflict of interest code. 

11 Government Code sections 81000-91015. All statutory 
references are to the Government Code unless otherwise 
indicated. 
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ANALYSIS 

The Sonoma County Area Agency on Aging is an organization 
providing services to the senior citizens in the County of 
Sonoma. The Agency contracts with private or public 
organizations (service providers) to accommodate the needs of 
the elderly, such as providing hot meals or transportation. 
The county Board of Supervisors serves as the Agency's Board 
and is the Agency's final decision-maker. The Agency maintains 
a staff, various working committees, and an Advisory Council 
all of which work in concert with each other to implement the 
goals and objectives of the Agency. 

Some of the duties and powers of the Advisory Council 
include, but are not limited to: 

(1) Serving as an advisor to the Sonoma County Board 
of supervisors; 

(2) Acting as an independent advocate for older 
persons, taking positions on matters pertaining to federal, 
state and local policies, programs and procedures, and any 
legislation affecting older persons; and 

(3) Being actively involved in the development, 
implementation and monitoring of the area plan. 

The area plan is an annually prepared plan which identifies 
the needs of the elderly and develops a plan to fulfill those 
needs. 

with your May 12, 1986 letter you submitted several fact 
sheets which describe the typical duties and functions of the 
staff, committees and Advisory Council with respect to 
developing policy or programs of the Agency and which define 
the line of authority in implementing those programs or 
policies. 

One such activity is the Request for Proposal Policies and 
Procedures. The Agency, through an open-bid process, awards 
contracts to service organizations to service a particular need 
in accordance with the Area Plan. The staff and the Area Plan 
and Project Review Committee work to secure bids through a 
formal public advertising and bid process. 

The Area Plan and Project Review Committee reviews all 
applications for funding and presents to the Advisory Council a 
list of all agencies submitting applications, as well as a list 
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of what applications meet the specific requirements of the 
request for proposal. 

The Area Plan and Project Review Committee recommends to 
the Advisory Council which applications should be funded. The 
Advisory Council has the power to accept, modify or reject any 
recommendation of the Area Plan and Project Review Committee. 
The Advisory Council screens the applications and decides which 
applications will or will not be submitted to the Board of 
Supervisors for approval. 

In our telephone conversation of July 7, 1986 you indicated 
that before the Advisory Council makes its final recommendation 
to the Board, the agency notifies all applicants of the 
proposed recommendation. All applicants are invited to the 
meeting of the Board of Supervisors to object to the Council's 
proposed award. The Board of Supervisors has in the past 
rejected the recommendations of the Advisory Council and 
awarded the bid to a different applicant. 

With respect to the procedures used in making policy or 
developing programs, you indicated that before any issue or 
proposed policy is submitted by the Advisory Council to the 
Board of Supervisors, the County Administrator who serves as 
the Agency's Director, reviews all proposed actions and decides 
if the issue warrants submission to the Board, and, if so, is 
the resolution to the issue appropriate. The County 
Administrator is a public official covered by the conflict of 
interest disqualification and disclosure provisions of the law, 
as, of course, are the members of the Board of Supervisors. 
sections 87100 and 87200, et seq. 

Section 82019 provides that a "designated employee" is an 
officer, employee, member or consultant of any agency whose 
position with the agency . . . is designated in a conflict of 
interest code, because the position entails the making or 
participation in the making of decisions which may foreseeable 
have a material financial effect on any financial interest. A 
"designated employee" does not include an elected state 
officer, any unsalaried member of any board or commission which 
serves a solely advisory function. (Emphasis added.) 

The Commission has adopted regulation 2 Cal. Adm. Code 
Section 18700 which defines "making or participating in the 
making of a governmental decision." Regulation 18700 provides 
that: 

(a) "Public official at any level of state or 
local government" means every natural person who is a 
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member, officer, employee or consultant of a state or 
local government agency. 

(1) "Member" shall include, but not be 
limited to, salaried or unsalaried members of 
boards or commissions with decision-making 
authority. A board or commission possesses 
decision-making authority whenever: 

* * * 
(C) It makes SUbstantive 

recommendations which are, and over an 
extended period of time have been, regularly 
approved without significant amendment or 
modification by anot.her public official or 
governmental agency. 

* * * 
(c) A public official or designated employee 

"participates in the making of a governmental 
decision" when, acting within the authority of his or 
her position, he or she: 

(1) Negotiates, without significant 
SUbstantive review, with a governmental entity or 
private person regarding the decision; or 

(2) Advises or makes recommendations to the 
decision-maker, either directly or without 
significant intervening SUbstantive review, by: 

(A) Conducting research or making any 
investigation which requires the exercise of 
judgment on the part of the official or 
designated employee and the purpose of which 
is to influence the decision; or 

(B) Preparing or presenting any 
report, analysis or opinion, orally or in 
writing, which requires the exercise of 
judgment on the part of the official or 
designated employee and the purpose of which 
is to influence the decision. 

2 Cal. Adm. Code Section 
18700 (a) (1) (C) and ( c) . 
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Applying this regulation to the facts presented, we note 
that the Advisory Council, in the policy and program 
development aspects of the Agency's activities, does not have 
final review and approval before submission to the Board of 
Supervisors. The County Administrator reviews all actions of 
the Advisory Council prior to submission to the Board for 
consideration. 

With respect to the Request for Proposal procedure, 
although the Advisory Council makes the final recommendation to 
the Board of supervisors based on staff analysis, the Board has 
a history of rejecting the recommendations of the Council and 
awarding a bid to a different applicant. The Advisory Council 
members are not making or participating in the making of 
governmental decisions within the meaning of Commission 
regulation 2 Cal. Adm. Code Section 18700. Accordingly, the 
Advisory Council members are not "designated employees" within 
the meaning of Section 82019. 

If you have any questions or need further assistance, 
please do not hesitate to contact me at (916) 322-5901. 

JET:plh 

Sincerel;Y~ 

:;,
. 12a \ kt 

. / 
eanette E. Turv~ll 

Legal Assistant 
Legal Division 
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Re: Sonoma County Area Agency on Aging 

Dear Ms. Turvill: 

ASSiSTANT 

SUSAN ROFF 

CHtEF OEPJTY 

MARl( J FREED 

DEPUTiES 

RiCHARD 'lv. ERGO 

PRENTICE A. F:SH 

NEiL C. SAKEFl 
KATHLEEN M. FARRELLY 
STEPHEN BUTLER 
MARIAN E. MOE 

J!LL 0, GOLlS 

ROSEMARY H, MORGAN 

MARY T. JACKSON 

LiNDA A, BELIVEAU 

I am counsel for the Sonoma County Area Agency on 
Aging, and am drafting a Conflict of Interest Code for it. I 
would appreciate your agency's opinion regarding whether the 
members the Area Agency on Aging's Advisory Council are 
"designated employees" or. whether they a~e exempted from 
disclosure requirements as "unsalaried members of a commission 
wbich serves a sole1y adv{sory function," pursuant to Government 
Code section 82019. 

I have enclosed a copy of the Sonoma County Advi 
Council's by-laws for your reference. The members receive no 
salarY7 however, they are reimbursed for their out-af-pocket 
expenses, as provided by Article XVI of the by-Jaws on page 
eight. 

The Advisory Council is involved in policy and program 
development and the awarding and monitoring of contracts. As you 
can see, the Area Agency on Aging's Policy and Procedures (p.36) 
require that council members excuse themselves from mak 
decisions in which they have a conflict of t. I have 
included a copy of the pertinent sections the Sonoma County 
Area Agency on Aging's Policies and Procedures for your reference 
as well as a copy of WeI and Institutions Code section 9360 
through 9365 which govern local advisory councils. Ie the 
Council is active in the is i.ng process, the Sonoma 

which serves as Area on 
Board of s the fina decisi 
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I appreciate your assistance in this matter. Please do 
not hes te to contact me should you require any additional 
information or have any quest regarding this matter. 

LAB:vt 

Enclosures 

Very truly yours, 

LINDA A. BELIVEAU 
Deputy County Counsel 

CC: Eddy Laine, Local Area Agency on Aging 
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June 13 , 1986 

Ms. Jeannette Turvill 
Fair Political Practices Commission 
P.O. Box 807 
Sacramento , CA 95804 

Re: Sonoma 

Dear Ms. Turvill: 

On May 12, 1986, I requested an ion from you 
whether the members of the Area Agency on Aging's 

advi counsel are" ignated employees" or whether they are 
exempted from disclosure requirements as "unsalaried members 
a commission which serves a solely advisory function," pursuant 
to Government Code Section 82019. I have enclosed a copy that 
letter for your reference. I understand that you are quite 
but would appreciate an indication, if , when I might 
e a reply to my inquiry. 

Please do not itate to contact me should you have 
any questions or require additional informat in order to 

an opinion on s matter. Thank you for your 
assistance. 

LB:d1b 
Enclosure 
e n" ..... La , Area 

Very truly yours , 

LINDA A. BELIVEAU 
Deputy County Counsel 

on Aging 



CHAPTER 4.4 

Area Agency on Aging Advisory Council 

[Added by Stats 1980 ch 912 § 12.] 

§ 9360. Establishment 
§ 9361. Duties and powers 
§ 9361.5. Council to be nonpartisan 
§ 9362. Staff; Reimbursement for expenses; Annual specialized training for mem-

bers 
§ 9363. Annual report 
§ 9364. Adoption of bylaws; Membership of council 
§ 9365. Construction 

Cross References: 
Definitions: §§ 9100 et seq. 
California Commission on Aging: §§ 9200 et seq. 
Department of Aging: §§ 9300 et seq. 
Area agencies on aging: §§ 9350 et seq. 

! ~J9360. Establishment 
~ 

The Legislature hereby declares and recognizes each area agency on 
aging advisory council as a principal advocate body on behalf of older 
persons within a planning and service area. 
Added Stats 1980 ch 912 § 12. 

§ 9361. Duties and powers 
The duties and powers of each area agency on aging advisory council 
shall be to: 
(1) Serve as adviser to the area agency on aging; 
(2) Act as an independent advocate for older persons, taking positions 
on matters pertaining to federal, state and local policies, programs 
and procedures, and any legislation affecting older persons; 
(3) Actively seek advice from community councils on aging, senior 
advocacy organizations, local aging commissions, elected officials, and 
the general public for the purpose of advocating for and making 
formal presentations on issues of concern to older persons; 
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AREA AGENCIES ON AGING § 9354 

§ 9353. Staff 
The area agencies on aging shall: 
(a) Be headed by a full-time director; 
(b) Request other staff in the area plan. subject to the approval of the 
Department of Aging; and 
(c) Have a staffing level sufficient to carry out its powers and duties 
as required. 
Added Stats 1980 ch 912 § 11. 

Cross References: 
Department of Aging: §§ 9300 et seq. 

§ 9354. Limitation on use of funds for program development, advo
cacy, and coordination 
(a) All planning and service areas shall use no more than 10 percent 
of their annual total baseline allocation received pursuant to Title 
III B (42 U.S.c. Sec. 303(d)) for program development, advocacy. and 
coordination. 
(b) Area agencies on aging shall not use state match funds for the 
purpose of program development. advocacy. and coordination. 
(c) Program development activities are those activities which either 
establish a new service or improve. expand, or integrate existing 
services. These activities shall achieve a specific goal or objective and 
occur within a specific time frame. 
(d) Of the allowable 10 percent available for program development. 
advocacy. and coordination activities. at least 20 percent shall be 
budgeted for advocacy activities by area agency on aging advisory 
councils. 
(e) All other activities not specifically budgeted as advocacy. but 
undertaken on behalf of advisory council operations, shall be charged 
to area plan administration and shall be subject to any limitations on 
the amount of funds which are allocated for administration of the 
area plan. 
Added Stats 1984 ch 268 § 37.6, effective June 30, 1984. 

'--'*, 
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NAME 

SONOMA COUNTY AREA AGENCY ON AGING 
2230 PRCF"ESSICNAL. DRIVE SUITE 102 SANTA RoSA. CAL.IF"ORNIA 95401 

PHONE (707) 527-3138 

ADOPTED JANUARY 28, 1986 

SONOMA COUNTY ADVISORY COUNCIL, AREA AGENCY ON AGING 

BY-LAWS 

ARTICLE I 

The name of this organization shall be the Advisory Council of Sonoma County 
Area Agency on Aging, hereafter known as the Council. 

AUTHORIZATION 

The Sonoma County Board of Supervisors on June 7, 1977, established the Sonoma 
County Commission on Aging to provide them with assiitance and advice on 
matters dealing with the elderly. 

The Board took action on December 11, 1979, to establish the Sonoma County Area 
Agency on Aging and name the Commission on Aging as the Advisory Council to the 
Board of Supervisors on the Area Agencyls functioning. On May 14, 1980, the 
Sonoma County Board of Supervisors was designated as the Area Agency on Aging, 
Planning and Service Area No. 27 and the Commission on Aging in fact became the 
Advisory Council. This action completes the major goal of the original Commission 
on Aging. 

ARTICLE II 

STATEMENT OF DUTIES AND POWERS OF THE COUNCIL 

Sec. 1. Serve as advisor to the Sonoma County Board of Supervisors (who is the 
Area Agency on Aging). 

Sec. 2. Act as an independent advocate for older persons, taking positions on 
matters pertaining to federal, state and local policies, programs and 
procedures, and any legislation affecting older persons. 

Sec. 3. Actively seek advice from community councils on aging, senior advocacy 
organizations, local aging commissions, elected officials, and the 
general public for the purpose of advocating for and making formal 
presentations on issues of concern to older persons. 

Sec. 4. Inform local senior advocates and organizations on specific legislation 
pending before local, state and federal governments. 

Sec. 5. Disseminate information of interest and concern to older persons. 

Sec. 6. Be actively involved. in development, implementation. and monitoring 
of the area plan. 

- 1 -
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ARTICLE II (cont'd) 

Sec. 7. Hold an annual area-wide meeting of senior advocates and organi
zations to prepare for the priorities for the ensuing year and 
elect delegates for the state-wide legislative meeting of senior 
advocates. 

Sec. 8. Hold public hearings on the area plans with no less than 30-day 
notification to the general public and the aging constituency 
regarding dates, time and location. Such notification shall 
contain understandable descriptions of Area Agency on Aging and 
community-level plans in order to promote informed input . 

.. 
ARTICLE I I I 

MEMBERSHIP 

Sec. 1. In compliance with Federal and State regulations. membership of the 
Council shall be composed of a majority of persons sixty (60) 
years of age or older. 

Sec. 2. Members shall reflect the geographic, racial, economic and social 
complexion of Sonoma County. By geographic, it is meant that at no 
time shall any supervisorial district be represented by more than 
five (5) on the Advisory Council. 

Sec. 3~ The Council shall consist of twenty-one (21) members. 

Sec. 4. Council members may serve for two (2) years and may be reappointed/ 
reelected for additional terms. 

ARTICLE IV 

DESIGNATION PROCESS 

Sec. 1. No more than fifty (50) percent of the Council's membership shall 
be appointed by one official or body of officials. 

. 
Sec. 2. A) The Area Agency on Aging (Board of Directors) shall appoint 

ten (10) area representatives, two from each supervisorial 
district. 

When a seat from a supervisorial district becomes vacant, it 
shall be filled by that district supervisor. 

B) The following organizations shall each appoint a representative 
from their organization: (a) the Nutrition Project Council, 
(b) the Native American Nutrition Site Council, (c) the Sonoma 
County Council for Community Services, and (d) the Sonoma 
County Association of Mayors and Council members. 

C) The Advisory Council shall appoint seven (7) members. "One of 
these members shall serve as a representative 'for the Qisabled 
of Sonoma County (nominated by an orga~ization or organizations 
representing the disabled). 

- 2 - .. 



ARTICLE IV (cont'd) •• 
Sec. 3. The selection process by the Advisory Council shall be as follows: 

A) The Executive Committee acts as a standing membership committee 
and they shall receive and review all applications, taking 
into consideration Article III, Sections 1 and 2. The committee's 
recommendations shall be submitted to the full Advisory Council 
and a majority vote is required for final selection. 

S) Applications may be submitted by individuals, groups or 
organizations in the Planning and Service Area (PSA 27). 

C) Applicants' names shall remain in the potential membership 
pool for a minimum of two (2) years. 

D) Notice of vacancies shall be published county-wide and shall 
be filled by the foregoing process. 

ARTICLE V 

ATTENDANCE AT MEETINGS 

Sec. 1. All members shall be in attendance at the hour appOinted for each 
regular, special or recessed meeting of the Council. No person 
may be absent for more than three (3) consecutive regular meetings 
without written notice and approval of the Executive Committee. 

Sec. 2. Members shall be replaced according to the deSignated process as 
shown in Article IV. A written notice of delinquency shall be 
sent to the member immediately after the third consecutive absence. 

ARTICLE VI 

OFFICERS 

Sec. 1. The officers of the Council shall be a Chairperson, Vice-chairperson 
and a Secretary. They shall be elected at the annual meeting. Each 
term of office shall be for one year and officers may serve only 
two consecutive terms in anyone office. 

Sec. 2. Should the office of Chairperson become vacant, the Vice-chairperson 
shall succeed to that office. Any other vacancies occurring shall 
be filled by the Executive Committee for the remainder of the 
unexpired term. 

ARTICLE VII 

NOMINATIONS AND ELECTIONS 

Sec. 1. The Nominating Committee shall consist of three members, who 
shall be appointed by the following process: at least ninety (gO) 
days prior to the election, o~c at the March meeting, the Advisory 
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ARTICLE VII (cont'd) 

Council Chair, the Executive Committee, and the Advisory Council 
each shall appoint one member. 

Sec. 2. The members of the Nominating Committee shall serve no more than 
one (1) consecutive appointment. 

Sec. 3. The Nominating Committee shall meet in the AAA office prior to the 
April Advisory Council meeting to prepare a slate of nominees. The 
Nominating Committee report shall be signed by each member and 
indicate the nominees to the offices of Chairperson, Vice-chairperson 
and Secretary. This slate of candidates shall be mailed to all 
members of the Advisory Council immediately following the April 
Council meeting. 

Sec. 4. Additional nominations may be made from the floor. The election 
shall take place at the annual May meeting at which time all 
nominees must either be present to affirm his or her consent to serve 
or have provided a signed written consent to serve. Should a member 
of the Nominating Committee be a nominee for one of the offices of 
the Council, that person shall reSign and the Chairperson of the 
Advisory Council appoint a replacement. 

Sec. 5. The Nominating Committee shall have the responsibility for arranging 
for a secret ballot and tally and report the results to the Council. 

Sec. 6. A) An individual receiving a plurality of the votes for any of the offices 
shall be deemed to have been elected and will assume office immediately. 

B) In the event of a tie vote, there shall be a second ballot on that 
particular office. If a second vote also ends in a tie, the office 
shall be filled by the toss of a coin. 

ARTICLE VIII 

DUTIES OF OFFICERS 

Sec. 1. The Duties of the Chairperson shall be to: 

A. Preside at all meetings of the Council and of the Executive Committee; 

B. Call special meetings of the Council and the Executive Committee when 
necessary; 

C. Appoint members of committees to be ratified by the Council per Article 
XV, Sec. 1. (except the Nominating Committee per Article VIII, Sec. 1); 

D. Serve as an ex-officio member of all committees except the Nominating 
Committee; 

E. See that members of the public have an opportunity to speak on agenda 
Q items at the appropriate time; 

F. Perform all duties necessary or inGidental to this office; and 
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ARTICLE VIII (cont'd.) 

G) Appoint a temporary Secretary in the event of the absence of the 
Secretary at any meeting of the Council; 

H) Appoint a Parliamentarian. 

Sec, 2, Duties of the Vice-chairperson 

The Vice-chairperson shall perform the duties and exercise the power 
of the Chairperson during the absence of the Chairperson. 

Sec. 3. The Secretary shall assure that the minutes of each Council and Exec
utive Committee meeting are kept. In the absence of the Chair and 
Vice-Chair the Secretary shall perform the duties and exercise the 
power of the Chairperson during his/her absence. 

Sec. 4. Absence of the Officers 

In the absence of all of the officers at any Council meeting the mem
bers present shall choose a presiding officer for that meeting. 

ARTICLE IX 

VOTING REQUIREMENTS AND PROCEDURES 

Sec. 1. Every member must be present in person to vote and no proxies are to 
be recognized. A majority of members shall constitute a quorum and is 
necessary for a meeting to be held. At the discretion of the Chair 
each member shall vote by roll calion each issue that comes before the 
Council for discussion. 

ARTICLE X 

REGULAR MEETINGS OF THE COUNCIL 

Sec. 1. The Council shall hold a regular meeting on the third (3) Wednesday of 
each month at the location determined at the preceding meeting. If 
the regular meeting day falls on a legal holiday the Council may fix 
another day. All meetings shall be open to the public except for those 
which, pursuant to the Brown Act. are convened to deal specifically 
with personnel. 

Sec. 2. All meetings of the Council shall be tape recorded and the tapes kept 
for one year. 

ARTICLE XI 

SPECIAL MEETINGS OF THE COUNCIL 

Sec. 1. Special meetings of the Council may be called by order of the.Chair
person or may be called by five (5) members of the Council by deliver
ing personally or by mail written notice of each member of the Council 
and a local nawspaper of general circulation and a radio or television 
station. Such notice shall be delivered personally or b~ mail at 
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ARTICLE XI (cont1d.) 

least twenty-four (24) hours before the time of such meeting. as 
specified in the notice. The call and notice shall specify the time 
and place of the special meeting and the business to be transacted. 
No other business shall be considered at such meeting by the Council. 

ARTIClE XII 

PUBLIC HEARINGS 

Sec. 1. Prior to the adoption of the annual Area Plan or subsequent amend
ments to the Area Plan, public hearings shall be held allowing area 
residents the opportunity to comment. Such public hearings shall be 
widely advertised and shall follow procedures established by the 
Council. No quorum is necessary for a public meeting and no business 
will be transacted unless the requirements for a regular or special 
meeting have been met. 

Sec. 2. The Council may call public hearings on any of its proposed reports 
or statements and may assign the responsibility for such meetings to 
a committee. 

ARTICLE XIII 

MINUTES AND AGENDA OF REGULAR MEETINGS 

Sec. 1. The minutes of each meeting of the Council shall be delivered person
ally or by mail to each member of the Council no later than forty
eight (48) hours prior to the next meeting and be made available to 
all other persons requesting them. 

Sec. 2. The Agenda of meetings, including the time and place, shall be deliver
ed personally or by mail to the members of the Council at least forty
eight (48) hours prior to the time of the meeting. 

ARTICLE XIV 

REPORTS AND PUBLIC STATEMENTS 

Sec. 1. All reports of the Council ordinarily shall be delivered personally 
or by mail in draft form to each member of the Council prior to the 
date of the meeting at which such support is proposed for consider
ation and action thereon by the Council. 

Sec. 2. Approval of any report, oral or written, or public statement of Council 
members shall require the majority vote of the active members. 

Sec. 3. None of the above shall preclude any Council member from expressing 
his or her opinions or recommendations when acting solely as"an indi
vidual and not as a member of the Council 

Sec. 4. All communications from the Council shall be sent out over the author
ized signature of the Director/or the Chairperson of the Council. 

- 6 -
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ARTICLE XV 

COUNCIL COMMITTEES 

Sec. 1. COMMITTEE ORGANIZATION AND PROCEDURES 

A) The committees of the Council may be composed of Council members and 
volunteers. with the exception of the Executive Committee. Area Plan 
and Project Review and Nominating Committees, which shall be composed 
of Council members only (per ARTICLE VIII. Sec. IC). 

Each Council member shall serve on at least one committee. 

The membership of each committee shall select is own chairperson. 
No chairperson shall serve more than two (2) consecutive years as 
chairperson of anyone committee. 

S) Volunteers may serve on Advisory Council committees except those 
listed in Sec. IA). Appointments are for one-year terms. Advisory 
Council members must constitute a majority of the membership of each 
committee. 

C) Meetings of the respective committees shall be held subject to the 
call by the respective chairperson thereof or upon request by a 
majority of the members, provided written or oral notice is given to 
each member at least seventy-two (72) hours prior to the time of the 
meeting. 

D) The Council and its committees when holding public meetings in the 
community shall have its objective to draw upon the community people 
who have concerns in the fields being examined, and invite them to 
participate in arriving at conclusions. 

E) All recommendations and/or reports of the committees shall be brought 
to the council in writing through the chairperson of the committee or 
the deSignated person. 

Sec. 2. STANDING COMMITTEES 

Executive Committee 

A) The Executive Committee shall consist of the Chairperson, Vice
chairperson, Secretary, Chair of Standing Committees and the im
mediate Past Chairperson. 

S) The duties of the Executive Committee shall be to develop agendas 
for regular and special meetings and review staff recommendations. 
It shall make recommendations to the Council. or if an emergency 
situation prevails, act upon such matters as are brought up for 
consideration by the Chairperson or by any members of the committee. 
It shall report back to the Council on its actions at the next 
regular meeting of the Council. 

C} The Executive Committee shall deal with all membership issues. 
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ARTICLE XV (cont'd) 

Area Plan and Project Review Committee 

A) Develop with staff and recommend to the Advisory Council the 
Agency's Area Plan prior to its adoption by the Area Agency on 
Aging (Board of Supervisors). 

B) Review all submitted projects and proposed applications for grants 
and/or contracts from Area Agency on Aging funds to make recommen
dations thereon to the membership of the Council. 

C) Monitor and evaluate the implementation of the Area Plan objectives. 

0) Make recommendations to the Council relative to other projects 
and funding sources not included in the Area Plan. 

Legislative Committee 

A) The Legislative Committee will study and review all legislative 
issues and concerns related to the well-being of the older people 
of Sonoma County and make appropriate recommendations to the 
Advisory Council. 

Nutrition Committee 

A) The Nutrition Committee will study and review all issues and con
cerns related to the operation of the Nutrition Program and make 
appropriate recommendations to the Advisory Council. 

Sec. 3. ON-GOING AND SPECIAL COMMITTEES 

A) On-going committees include: Health and Welfare, Housing, By-Laws 
and Procedures, and Transportation. 

B) Special committees may be created for a limited time by the Council 
for the purpose of studying or handling speCial subjects. 

Sec. 4. Reports and/or recommendations of all committees shall be made to the 
full Advisory Council. 

ARTICLE XVI 

REIMBURSEMENT FOR MEMBERS 

Sec. 1. Members shall be reimbursed for out-of pocket expenses in performing 
functions relating to advocacy for Older Americans within the limits 
of the budget of the Area Agency on Aging. 

ARTICLE XVII 

AMENDMENTS TO BY-LAWS 

Sec. 1. Notice of any proposed amendment to these By-Laws shall be delivered 
personally or by mail to each member of the Council at least thrity 
(30) days in advance of the meeting, at which time the amendment is to 
be considered. 
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ARTICLE XVII (cont'd) 

AMENDMENTS TO BY-LAWS (continued) 

Sec. 2. All amendments to the By-Laws may. after thirty (30) days notice, be 
adopted by the affirmative vote of two-thirds (2/3) of all members 
of the Advisory Council and with the approval of the Board of Supervisors. 

ARTICLE XVIII 

PARLIAMENTARY RULES 

Sec. 1. On a question or point of order not contained in these By-Laws, the 
Council shall be governed in its parliamentary actions by Roberts' 
Rules of Order (revised) in which Roberts' Rules of Order (revised) 
are not inconsistent with these By-Laws. 
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SONOMA COUNTY AREA AGENCY ON AGING 
2230 PROF"ESSiONAI.. ORIVE SUITE 102 SANTA ROSA. CAl..rF"ORNIA 95401 

PHONE (707) 527-31313 

POLICY DEVELOPMENT PROCEDURES 

A. No AAA policy may be contrary to the Older Americans Act, Older 
Californians Act, Californ1a Department of Ag1ng regulations, or 
County of SonOMa policy. 

e. The AAA may establish oolicies when the Acts or regul_tions clearly 
authorize the AAA to do so, when alternatives in imclementing a 
provision are perm1tted, or when the Acts or regy1ations are eilent 
or. t he mat t et'. 

A. The first refers to a clearly defined course of action formally 
adocted by the AAA through resolution of the County Board of Sucer
visors, and specifying the measures to be ta~en by the AAA to Dursue 
that course of action. 

B. The second refers to proposed programmatic changes which do not 
constitute official AAA col icy but which can be inst1tuted by uS1ng 
the pc.licy develc.prI1e1".t pr.:.cedures cll .. (tli1"led 11"1 this sec:'tie'1"I. Thl..IS, 
POl1c:'Y development as described here can refer as well to proposals 
for c:'hange and procedures for resolution of issues. 

~o May Initiate Polic:'Y Development 

R. ~olicy development begins with an issue statement, whether written or 
nat, that can be originated by anyone who has a desire to see AAA 

c. 

pc·l icy either i1".it iated, clari fied, c.t' cha1".ged. 

Initiat10n of policy development may be done by: 

1. General public, especially seniors; 

2. Users of senior services; 

-. Advisory groups to senior services, as well as tne board of 
directors of senior serV1ce organlzations; 

4. Staff and volunteers of senIor organizations, including site 
staff and volunteers as well as control office personnel; 

21. 



Policy Development Procedures 

5. The Advisory Council of the AAA, any of the individual members 0 

or committees; 

6. AAA staff; 

7. The Sonoma County Administrator's Office, and any member of the 
AAA Board of Directors, i.e., County Board of Supervisors. 

C. The steps to be followed in the policy development process depend 
upon who initiates the Issue statement, as outlined below. (For a 
graphic illustration of thIS process see Attachment L -- Policy 
Deve 1 opmerlt. ) 

rv. Policy DevelODment Process 

A. In general the development of policy would be initiatdd as follows: 

1. Policy issues raised by the public and by the users of senior S8 

vices would be first directed to either the senior organization 
most likely affected by the issue or to AAA staff, depending on 
the i SSI.le. 

2. Issues raised at the level of senior organIzation would in 
general follow the lines of communication of that organization. 

a. Staff and volunteer issues to their program director, 
b. Advisory group Issues to the program director, 
c. Program director issues to their Board of Directors. 

3. Issues raised at the AAA level would likewise follow the lines 
communication of the AAA: 

a. Individual Advisory Council member or staff issues to the 
appropriate committee of the Advisory CounCil, 

b. Committee issues to the full Advisory Council. 

8. If the 11"'.itiated pt~':'grarll cl'1an!;le pr9P9sc'a1 C<t~ pc!licy issue is Y"IC.t 
r'ese.l at orl.e .:.f these e'l'"lt ry i rlt stC' the AAA i rlfc.t'rllatic.nf l.:.w 

em, the issl.l'? we'I.lld be redirec~Fed to the Y"lext mo.st appropriate 
level. Issue resolution policy development proceeds as follows: 

1. Issues with a serlie.t' c.t'garlizatic'Y"I wOI.lld be directed to the aa
visory group to the organi=ation or to their Board of Direc-
t e,,,'s. 

2. Direction the service provider level would be to the AAR 
staff, then to a Committee of the AAA Advisory Council, then 
the full Advisory Council. 

a. Issues [Jenerall dir'ected the C.:.rml1ittee arid the Advis';:(~ 

t.:;;;;;~ii"i;;'lvc.1 ',Ie prc'Qr'<S.m develC'prl1~~It:,E1.X:-La":l~' ~.Rn) pt:'9c::::ec Uye' 

ar,d awar'eHrlg6f t'1.1l'"lds. 
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Policy Development Procedures 

3. 

b. Issues dealt with primarily by AAA staff include administra
tion, personnel, accounting/fiscal functIons and procedures, 
contract management. 

Issues unresolved at the AAA level would be directed to the Offi 
of the County Administrator and to the AAA Board of Directors, t 
County Board of Supervisors. 

c. Upon AAA receipt of a potential policy issue, either written or ver
bal, the following steps would be taken: 

1. Staff will write a discussion paper on the issue. 

a. Information sources to be used for the discussion paper 
include: 

1) 

2} 
3) 

Existing Federal and State laws and regulations, 
Existing CDR and County of Sonoma policy, 
Input solicited from senior service providers, their 
providers, their advisory groups~ and knowledgeable 
cc~munity sources. 

b. Thm discussion paper will include: 

c. 

4) 

A clear statement of the issue, 
Presentation of factor or factors affecting or affected 
by the i SS'.IE, 

Alternative policy positions which could be adopted, 
Advar,tages ar,d disadvClmtages of the available alterr,a
t i ves. 

The discussion paper will be disseminated to the AAA Advise 
Council, the office of the County Administrator, and all cc 
eerned parties for their consideration and inout. Where it 
is strongly divergent, AAA staff and Advisory Council will 
utilize workshops to analyze the input. 

2. The policy statement will be developed by AAA staff as a con-

4. 

sequence of the above process and will include: 

a. A brief background statement describing the need for polic 
b. A clear statement of the policy, 
c. Discussion of why the adopted position was taken. 
d. An implementation plan which establishes time frames and 

places responsibility for actions to be taken. 

The policy statement will be brought before the appropriate Co 
mittee of the AA~ Advisory Council for their review, then to t 
full AdvisClt'y CCI'.ly,ci 1. 

The final decision on all AAA pOlicy lies with the Board of Di 
ectors of the AAA, the County Board of Supervisors. The Offie 
of the County Administrator will be kept informed of each ste~ 
the policy development process. The Director of the AAA will 
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Policy Development Procedures, 

follow the following procedures for seeking approval of the 
AAA policy: 

a. , SI.Ibmissi':'!"1 to the Bc.at'd by 12:00 nell:.n, on the Tuesday pric'" 
to the Board's regularly SCheduled Tuesday hearings, of the 
resolution detailing the proposed policy change or addition. 

h. Submission to the Board, at the same time, of a Summary Out
line of the proposed policy change or addition including the 
fc.ll':'If,ing: 

1) 

2) 
3) 
4) 
5) 

Requested Board action 
Recommendation (if any) 
Background statement of problem or issue 
Discussion of alternatives (if any) 
Consequence of not acting (if any) 

c. Prior to submission to the Board, the agenda issue should be 
properly coordinated with other affected agencies. 

5. Upon approval by the Board of Supervisors, AAA staff will insur! 
that all relevant follow-up work is completed. 

a. AAA Advisory Council is notified of the approved policy 
change, 

b. Affected senior organizations are notified and steps initia 
ted to implement any relevant policy changes, 

c. The gel'"le,'.::1 p'.itrlic i5 Y'1.:.tified if t .... ll'> p.:.licy change SCI l!"ldl' 
cates. 
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SONOMA COUNTY AREA AGENCY ON AGING 
2230 PRon:sslcNAL ORIVE SUITE: 102 SANTA RCSA. CALIF"ORNIA 95401 

PHONE: (707) 527-3138 

PROGRAM DEVELOPMENT ACTIVITIES 

Dt=;:E I N I T I Ot\! 

Program Development refers to those AAA activities which are directed 
to the fulfillment of goals and objectives for services to the elderly 
iy, Sonc,ma Ce,unty. They at'e activities which enSUt'e the devele,prl,ent 
of a comprehensive and coordinated service delivery system, one which 
is responsive to the needs of the elderly. Toward this end the AAA 
forMulates its annual Area Plan for senior services and effects a 
Et ategy for implementatlon of the goals stated therein. 

Program Development activities include: 

* Implementation 
* Establishsment of new services 
• Assessment and IMprov~ment of existing services 
* PoolIng of resourres and interagency coordination 
• Rep review and soiection 
• Tec~nical assistance to service providers 

Training activities for grants developMent 
~ Advoc~cy activiti85 

~.J£;;:DS "'SSESS~ENT 

A_ lsf§n"lt i fy i ng Need ed Set'v ices 

The AAA will enga~e in those activities which point out the scecific 
serVlces lacking to older persons in the County, the provision of 
which services would enable the elderly to function with independence 
and dignity in their hOMes and in the COMmunity to their fullest 
capacities. These needs asseSSMent activlties May include: 

1. Ce,nd I.let i rig 5 ut'veys, i ric Iud i rig the genet'a I p,:'PIJ 1 at i e,rl, sen i c,rs, 
service providers, or key informants; 

-;::. ReviewirlQ e;{istlt"'9 il"lf,:,t'mati,:,n~ includirlg State and White H,:,use 
ro~ference findin£s, other hUMan serVlces needs assessments. 
"t h€,t' sec"rldat-y Sc,l.trcE'S ,:,f d.;.t a. 

w. HoldinU public forUMS or hearings to solicit publ~c sentlment. 
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B. 

Program Development Activities 

Rank i I"lg Needs 

The AAA staff cll"ld Advisc.t~y Cell.mcil will detenllil".e which ,-.f the idel".t:. 
fied needs are priorities by the following crocess: 

1. II".put. will be sc.licited fr.:.rn all SC".lt~Ces listed il". "Idel".tifyil".g 
Needed Ser"vices" ab.:.ve. 

2. The Area Plan and Project Review Committee of the Advisory Coun
cil WIll propose a ranking of needs based upon such inout. sendi. 
the ranked list of needs before tne full AdVIsory CouncIl. 

4. 

The suggested ranking of needs will be made publIC prior to Ad 1· 

sory Council action, and any subsequent public input considered 
in Advisory Council deliberations. 

The Advisory Council's r~nking will then be sent to the County 
Board of Supervisor~ for their approval, then entered into the 
Area Plan of the AAA. 

SERV I CE SYSTEtt1 EVALUAT I ON 

A. The AAA staff and Advisory Council may obtain information on the 
existil"'g set"vice system thrcdlgh al".y e.f the folle,wil"'g s':".1rces: 

1. Conducting client satisfaction surveys. 
2. Program monitoring orocedures. 

4. 

E~amining other data sources: Census data WIll be analyzed 
annually to secure the most up-to-date elderly population figure 
Utilization data provided by the subcontractors and other servic 
provid~rs may be used to supplement program monitoring data. 
Informed sources input: AAA Advisory CouncIl members may provlc 
service system information, as well as other persons involved l' 

the pt".:.visiol". or use .;..f set"vices fOr" the elderly. 

8. Identi~ication of Resources, Deficiencies, Gaps 

1. Services which are needed but not now existent will be identifl! 
2. A comparison will be made of the stated needs with the effectl~ 

ness of existing services, especially identifying any excess 
SEt~V ices. 

C. E5tablish~ng Priorities 

-' ..... 

With Advise.t"y CC'l.mcil il".put the AAA will develc.p altet"native 2\;' 

pro~ches to meet the needs already identifIed. 
Any developed alternatives will be investigated for potential 
fl.ll".dil"'g al".d e·thet" t"eS'-".lrces 1=J.:.ssible f.:.t" iwplefllel".tati.:ll"., il".cl u: 
ir.g volul".teet" .:.r pl.lblic emol':'yrnel".t p'''.:rgrams. 
Choosing the AAA funding priorities for the subsequent fiscal 
year will be done with both AAA staff analyses outlined above 
and Advisot"y CCrI.ll"rci I il"lpu+,. !I"lit ial Advis.:.ry C,-,ul"lci 1 input wl' 

be developed at the committee level, with working CommIttee reo 
commendations brought before the full Advisory Council. 

27. 
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Program Development Activities 

AREA PLAN DEVELOPMENT 
-----
ThE sequence of steps to be followed in the development of the Area Plan 
proceeds as follows: 

R. Review of CDA Guidance 

This is an AAA staff function. 

8. Draft Plan Development 

1. AAA staff and the Area Plan and Project Review Committee of the 
Advisory Council will work in conjunction to formulate the varIous 
sections of the Area Plan. 

2. All Committee recommendations WIll go before the full Advisory 
Council of the AAA for their review and comment. 

c. Public Input in Plan Development 

1. At least one public hearing will be held on the proposed Area 
Plan, notification of which WIll be made in at least one Sonoma 
County newspaper of county-wide circulation at least 30 days 
prior to the hearing. 

2. Adequate notice of the hearing will be widely publicized through 
press releases and correspondence with appropriate serVIce pro
vider~, organizations of older persons, and other potentIally 
interested public anO private agencies in Sonoma County. 

3. The draft Area Plan will be available for review at the AAA 
offices. Summaries of major components of the Area Plan shall 
be available prior to and during the public hearing(s). 

D. Plan Approval Process 

1. The Advisory Council-acproved Area Plan, with the attachment of a 
report on the comments received at the public hearing(s}, will 
then be sent to the Board of Supervisors of Sonoma County, where 
the Chair of the Board shall sign the now County-approved Plan. 

2. The Area Plan shall then be sent to the California Department of 
Aging for review and approval. If substantive changes are re
quired prIor to CDA approval, such changes shall go through the 
COMmittee, Advisory Council, Board of Supervisors' approval 
process outlined above. 

~. CDA approval authorizes the use of the Area Plan as guidance for 
the development of services for th~ elderly of Sonoma County. 

PROGRAM IMP~E~ENTATION 

R. Definition 
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Program Development Activ1ties 

-, 

Program implementation refers to those AAA initiated activitIes WhlC' 
will result in the improvement of services to the elderly of Sonoma 
CI:"Jnty. It is a blueprint fClt' actic'!" fot~ the ARA and the SeYHC,r SEt'
vice providers of the'county. In program implementation scecific C0 

munity agencies or groups are charged with responsIbIlIty for actlO~ 
in improving these services. 

B. ImplementatIon Activities 

1. Prepare an~ually a report that gIves recommendations to imprOVE 
the lives of older persons and a summary of actiVIties for the 
previous year. The report shall be made available to tne Area 
Agency on Aging, the Department of Aging, the California CommIS
sion on Aging and all other interested parties that seek a copy 
clf the t'epclt't. 

2. Program implementation consists of at least the following AAA 
activities: 

a. Establishir,g r,ew set'vices; 
b. Assessment of currently available services and Imcrovement5 

tCI same; 
c. Ir,tet'ager,cy cClot'dir,at iClr" pocil ir,g of resl:I'.H~ces, JClir,t Pt'I:'i;:lt'~ 

operations to increase cost effectiveness; 
d. Developing RFPs, proposal review and selection of sub-con

tracts planning, contract development assistance; 
e. Technical assistance to service providers: 
f. Advclcacyactivities. 

C. Responsibilities 

The County Boarad of Supervisors as the Board of Directors of the ~ 
is '.11timately respor,sible for the pt'ovisior, I:,f adequate q'.lality ser' 
vices fClt' the cCI'_mty's eldet'ly. AAA staff at'e f,loSt dit'ectly t'est:Jo:I(' 
sible for the implementation of the goals and ObJectives of the 
A~'ea Plar,. The members ,:,f the Advisc't'Y CouY,cil clf the AAA an'e ex
pected to take a highly active role in AAA program implementation 
activities, especially given their role as spokespersons for the 
seniors of Sonoma County. 
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SDNDMA COUNTY AREA AGENCY ON AGING 
. 2230 PRCF"ESSfCN"L ORtlI'E SUITE 102 SANTA ROSA. CALIFORNIA 9S-401 

PHONE (7071 S27·3138 

REQUEST FOR PROPOSAL (RFP) 
POLICIES AND PROCEDURES 

Reader's Preface 

This policy and procedures statement was developed by the Sonoma County 
Area Agency on Aging to provide direction to the AAA staff and AAA Advisory 
Council in the preparation of Requests for Proposal and subsequent review 
of submitted proposals. The AAA staff are employees of the Sonoma County 
Board of Supervisors who are the Board of Directors of the AAA. The 
Advisory Council. made up of volunteers, as selected by its own set of By
Laws, acts as an advisory body to AAA staff and Board of Directors. The 
AAA Director is the chief administrative staff person responsible for 
seeing that these guidelines are followed. Further information on the AAA 
structure and programming policies can be found in the current AAA Area 
Plan, available by request from the AAA. 

The fiscal year begins in July and ends the following June. Information 
on regular funding allocations from the State is usually available during 
the December-January period with any general RFP process taking place in 
the March-June period for the contract period beginning in July. Unex
pected or one-time-only funding can occur any time during the fiscal year. 
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• Request for Proposal (RFP) Policie-s and, Procedures 

1. GENERAL POLICY STATEMENT 

A. Overv; ew 

1. The AAA shall conduct any procurement process ;n such a way as to 
provide maximum open and free competition. 

2. Any award must go through the formal public advertising and bid 
process except as allowed for in points 3 and 4 below. 

3. "Sole Source" contracts may be let in certain specified conditions 
for contracts, generally under these conditions: 

a. Public exigency will not permit delay incident to 
advertising. 

b. The service to be procured is available from only 
one person or firm. 

c. No acceptable bid received after formal advertising. 

Great care will be exercised to comply with all federal, state and 
local requirements pertinent to the particular fund title or source 
before proceeding on sole source contracts. (See Attachment N) 

4. The formal public advertising and bid process should be used in 
almost all cases. The process may be simplified to reduce workload 
so long as the principle of openICompetition ;s maintained. 

5. No contract for on-going AAA program funding for a full fiscal year 
will be written for under $5000. 

6. A full RFP process ;s not necessarily required to renew existing 
contracts when the contractor is performing to the AAA standards. 
The AAA may choose to use an RFP rather than renew because: 

a. The AAA wishes to seek a better contractor or alternative 
proposals. 

b. The AAA desires assurance that the AAA funding process is 
not closed to new providers. 

c. The AAA wishes to change the program design and does not 
feel it can accomplish this through contract renegotiation 
(e.g., significantly more or less funds allocated to the 
program or other significant changes). 

7. When issuing an RFP, it is the general intent of the AAA to do so 
for specified programs and specified amounts. This would be based 
on the on-going needs assessment and prioritization process used by 
staff and the Advisory Council -- which are to include solicitation 
of needs information and project ideas from service providers and 
the general public. In this manner, prioritization would precede 
RFP's such that potential contractors would compete to provide 
the specified programs. 
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~Quest for Proposal (RFP) Policies and Procedures 

8. Given that programs are specified for an RFP, the full 'Advisory 
CouncU{mjnJ,J$ttlQ$~ ~iJl1jLConfJJct of interest) ShiSll review 
t~'~proposal$,aodmee:t ilJ special session to hear verbal presen
tations and maker.ecommendations. 

9. From time to time, the AAA may receive unanticipated additional 
funds with a very short period of time for expenditure of such 
funds. The "contingency plan" within the Area Plan that is 
current at a particular time attempts to allocate such funding on 
a prioritized basis. At times, a "shopping list" of one-time
only expenditures (e.g. for equipment for service providers) may 
be established. Any such list may be used or superceded by crisis 
or emergency needs which have arisen since the list was estab
lished; in the latter case, a revised locally approved plan may 
be required by CDA. In either case, such one-time-only funds 
may be previously earmarked in a programatic way but also are 
subject to the RFP policies and procedures; the sole source op
tion may be utilized per point #3 above. 

B. Specific Regulations 

Decisions will be structured by federal, state, and local regulations, 
as well as the availability of funds and funding information. All 
federal and state regulations as provided the AAA by the Federal Ad
ministration on Aging or adhered to by the AAA and available for 
public or service provider review. 

Locally the Board of Supervisors is the Area Agency on Aging. The 
following applies to the Board: 

1. The Board of Supervisors normally expect the AAA staff and 
Advisory Council to request Board approval/authorization to 
issue RFP's. This can be in the form of an approved Area 
Plan that specified that RFP's will be issued or by separate 
resoltuion. 

2. In addition, the Sonoma County Board of Supervisors has issued 
a policy statement with regards to transportation funding in the 
county. The policy of the AAA, then, is tlJat all requests/ 
proposals/applications for transportation funds are to be sub
mitted to the appropriate Sonoma County Transportation Review 
body for possible review and comment to AAA staff, Advisory 
Coundl, and the Board of Supervisors. The use of existing 
county-owned vehicles for aging service providers will be han
dled through the RFP process or if necessary, State Department 
of Aging policy. 

3. All AAA contracts are automatically subject to the possibility 
for RFP every year. The intent of the AAA is to initiate any . 
RFP process at least four months in advance of contract expir
ation date. This depends on sufficient notification to the AAA 
of available funding. 
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Request for Proposal (RFP) Po~fcies and Procedures 

4. There shall be no closed Advisory Council meeting (full or committee). 
This includes meetings concerning the allocation of funds (per the 
California "Brown Act"). The Area Plan and Project Review Committee 
(APPR) shall review all applications for funding and present to the 
Advisory Council: 

a. A complete list of all agencies which had submitted applica
tions to the Area Agency on Aging with specific requested 
levels of funds, and 

b. Information on this list regarding which applicants had met 
the requirements of the RFP. 

5. Unless funds are specifically earmarked by CDA so that no RFP is 
needed, the APPR Committee shall also recommend to the full Advisory 
Council which applications should be funded. Such a recommendation 
shall include all recommended applicants by program area matching 
the amount of funding being made available in the RFP. 

6. The full Advisory Council will review all recommendations from the 
APPR Committee, and then accept, modify, or reject those recommen
dations. All Advisory Council meetings (including committee meetings 
i.e., APPR) in which there is an RFP will include at least the fol
lowing elements: 

a. A review of Conflict of Interest procedures as follows: 

1} The Advisory Council Chairperson will ask the Advisory 
Council members if they have any conflict of interest 
regarding any applications submitted. If a conflict of 
interest is stated, then the member shall abstain both 
from discussion and voting on the project being consid
ered. 

2) When there is a question as to the existence of a con
flict of interest, the Advisory Council Chairperson 
shall make a ruling whether or not a potential conflict 
does exist. 

3} After all challenges raised by the Advisory Council 
have been resolved, the applicants and general public 
may raise challenges regarding Advisory Council members' 
potential conflict of interest. Whether a conflict of 
interest exists as stated in the challenge will be de
termined by the Advisory Council Chairperson. 

4) When members of the Advisory Councilor Area Plan and 
Project Review Committee are declared in conflict of 
interest, the remaining members shall constitute a 
quorum for the purpose of voting. 

5} At both committee and Advisory Council meetings, the 
Chairperson of the Advisory Council who is an ex-officio 
member of the committe or Council shall cast votes. 

b. Each applicant agency shall be permitted to give an oral state
ment to the Advisory Council. 

c. AAA staff shall present an analysis of the proposal, including 
any tentative conclusions and findings. 
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Request for Proposal (RFP) Policies and Procedures 

d. The Advisory Council shall be given an opportunity to question 
the applicants and staff. 

e. Members of the general publ ic other than the appl icants shall 
have at this point in the meeting an opportunity to present 
testimony. 

f. Public portion of the hearing shall end. 
g. The Advisory Council shall make a decision regarding the APPR 

Committee recommendations. 

7. Appeals of Advisory Council recommendations will be handled according 
to the process outlined in the Contract Administrative Process. Fair 
Hearing (Appeal) Process . 

. !. STEPS IN RFP PROCESS 

A. Needs Assessment and Prioritization for the sake of defining programs to 
be funded. 

B. Board of Supervisors authorization of: 

1. The RFP process. including time lines. 

2. The Area Plant which details program areas to be funded. 

3. Specific permission to initiate an RFP. 

C. The Area Plan and Project Review Committee shall monitor the RFP process. 

1. Establish time tables. 

2. Review final RFP materials. 

3. Qualify proposals for consideration. 

4. The Area Plan and Project Review Committee shall review the conflict 
of interest procedures and must comply with the provisions. 

D. Develop the RFP Package. 

E. Develop an assessment tool for evaluating proposals. based on criteria 
to be used. 

F. Develop RFP List and other public notice mechanism (newspaper). 

G. Determine who on the staff will give technical assistance. Train them 
on the particular RFP - particularly the program intent and technical 
aspects of proposal preparation. Publicize their availability in 
general and at a "Bidder1s Conference" which is to be held for the 
purpose of answering questions from potential applicants. 

H. Set time for Bidder's Conference at least one week after public notice. 
Minutes will be taken. 

I. The RFP shall be released with ample response time. 
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Request for Proposal (RFP) Pol icies and Procedures 

J. Notice of RFP.to be mailed toRFP List. To include contact person, date 
of Bidder's Conference, method of obtaining RFP, and due date. 

K. The AAA shall post receipt of proposals in an orderly and official 
manner. 

A copy of all proposals will be provided to all Advisory Council members 
within one week of final receipt date and at least one week prior to any 
proposal review meetings. Potential conflict of interest will be deter
mined per Advisory Council Policies and Procedures. 

L. The Advisory Council and AAA staff review proposals and arrive at recom
mendationsfor the Board of Supervisors. In all cases, the staff and Advisory 
Council are to provide an opportunity for applicants to make a verbal presenta
tion and to answer questions. An applicant agency will have at least seven 
(7) minutes to review the content of a proposal and respond to questions. 
In those program areas in which there is competition for funding, competitive 
applicant agencies may be visited by at least two members of the Area Plan and 
Project Review Committee. During such visits there will be a review of 
administrative costs and management practices of these agencies. 

M. Notice of proposed awards sent to successful and unsuccessful bidders. 
This notice should also include information on the appeals process to 
be used. 

Appeals process utilized if there is an appeal. All Advisory Council 
members without a conflict of interest, together with AAA staff, shall 
consider the appeals. 

o. Submission of final recommendations for awards to the Board of Supervisors, 
who may also hear comments from service providers and consumers. 
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SONOMA COUNTY AREA AGENCY ON AGING 
2230 PRCI'"1:5SICNAL. DRIVI: SUITE 102 SANTA ROSA, CALIF'ORNIA 95401 

PHONE: (707) 527·3138 

ALLOCATION PROCESS AND PROCEDURES 

The Area Agency on Aging (AAA) for Planning Service Area (PSA) *27 
receives grant monies that are from federal and state sources. Federal 
and state funds for social and nutrition programs generate from the 
Older Americans Act of 1965. as amended. In addition. monies are also 
received from the U.S. Department of Agriculture and from the state 
general fund. Most monies come from the Federal Administration on Aging 
to the California Department of Aging and then finally to the local Area 
~encyon Aging. (See Flow Chart - Attachment M) 

The Older Americans Act funds include Title III B (Social Services). 
III CI (Congregate Meals), and III C2 (Home Delivered Meals). 

The California Department of Aging allocates base level funding to each 
AAA on a state-wide formula that takes into account ~ 1umber of factors. 
including the number of older persons in the ar ' 

come older persons. and the number of cow 
'umber of low in

PSA. 

The California Department of A~> 
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runds to CDA. In the 
_c an application for the 

amount of funds stated in the Revised Planning Estimate. 
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Allocation Process and Procedures 

, 
COA then sends to the AAA a revi sed Noti f.ication of Grant award for the 
amount of funds applied for in the AAA's proposed revised budget. As 
soon as this written notification is received from COA, the AAA begins 
the process of in turn allocating these additional funds to its sub
contractors according to its stated priorities. 

The AAA's process for determining its priorities is part of the Plan 
Development process. Integral in development of the Area Plan and the 
AAArs funding priorities is the work of the Area Plan and Project Re-

/ v' view Committee. When additional funds are made available, AAA staff 
~ ~~~ __ n_o_t_i_fl_'e_s_~~ __ e ~rea Plan Committee, which then convenes to discuss funding 
f~~-- amounts in relation to Area Plan objectives and contingencies for the 

use of additional money. Recommendations of the Area Plan Committee are 
submitted to the full Advisory Council for their approval. 

Planned use of the additional funds, including dollar amounts and the 
period of time during which the funds must be utilized, namely the con
tract year, are then made public and service providers notified of same. 
Funds will then either be directly allocated for specific services or an 
RFP process would be initiated. 

31. 
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SONOMA COUNTY AREA AGENCY ON AGING 
22:30 PROF"ESSIClNAL. DRiVe: SUITE 102 SANTA ROSA, CAL.IF"ORNIA 95401 

PHONE (707) 527·3138 

CONTRACT PROGRAM MON!TOR!NG 

Fo the purpose of this manual, monitoring shall be defIned as: 

R continuous process of evaluating contractor performance, 
procedures, and reports for compliance with £ontract terms 
Jectives, for quality of program content, and for tracking 
participatic'Y"I, fiY".aY".cial, aY",d I..ltilizati,:,'n tt"ends. 

pt'act Ices, 
aY".d ob-
c 1 i eY".t 

Thp RRR will use this term to indIcate the prOCESS of collectIng Informa
tion and data on services: as such, monitoring activities orovide baSIC 
irformation for later analysis and decision making wnich come under tne 
l.;:.bels c,f "assessmel'.t" c'r "eval'.latic,Y" •• " 

T~~ three general categories of program monltorlno actlvl~ies in w~icn the 
Ar", 1 s engC\t;EC are: 

The AAA shall fIloY".itc'l' CC'l',tt'actc't'S fOt' CC,hlPllclY".ce wlth the c,pet'at IOY"lal 
aspects of the contracts, including levels and approoriateness of ser
vi~e, code and permit comollances, health code comoliance, adherence 
to programmatic regulations of the Californla Department of Aging, 
employee development and traIning, client satisfaction, program publi
city, and related matters 

The AAA shall rllc'Y"litc.t' c':'Y".tt'<?ctoc' e.:,mpllarlce with contt'act tet'me 
regarding budgetary, revenue, and expendIture matters, includIng 
cash handling, expenditure control and dOCUmentation, performance in 
t~e 1 at i '='1'1 t c. t'epot't i 1'19 t'eq '.1 i t'emer.t s, a Y"ld time 1 y subr.ll S5 i 01'. c. f r'epc.t't s 
C'\nd iY".Ye'lces. (Details of these nloY"ll"::.:.t'il"Q reqlJIt'ements at'!? cc'n
talned in the contract management sectlon of this Policy and Pro
cedures Manual.) 

The AAA has an obligation to, and an interest in, prOVIdIng contract
ors with technical assistance toward the iMprovement of services to 
the senior community, increased effIciency, and compliance WIth 
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Contract Program Monitoring 

CCI)'"lt ract terms. This function is performed by all AAA staff upon 
request or identification of need. 

II. MONITORING ACTIVITIES 

A. Routine PrOject Operations Reports 

Previous sections of the AAA Manual specify the forms required for 
subrllissic'l'"1 by SLlbc':'l'"ltractot-s. Il'"l mc.st cases, these fC·t-filS at-e exact 1 
those formally required by CDA or Sonoma County. From time to tlMe. 
the AAA itself, will be amend1ng and improving upon the "program 
oper-atic.ns" reports for the sake of better assessments al'"ld evalua
tions. Primarily, il'"ladequacies exist in Lmifc.t-m definitic.n c.f act1-
vities and the counting of units of service, as well as the proper 
design of forms to allow for complete and unambiguous reporting. Ai 
such reports are to be routinely submitted to AAA fiscal staff who 
will mOl'"dtc'r receipt of repc.rts al'"ld rnaintail'"1 the "cc'l'"ltract files." 
Further, fiscal information will be checked for accuracy of calcula
tions, appropriateness within the contracted budget and completeness 
of back-up documentation on expenses. Such f1scal inventorying can 
result in immediate sanction activities in the form of withhold1ng 
funds or limiting authority to obligate or expend funds or complete 
termination. The conditions and procedures for such sanct10n actlvl 
ties are explained in detail in the AAA Sanction Policy. 

The AAA will record on a monthly bas1s the units of service 1) COn
tracted few al'".d 2) deliver-ed each rll':'l'"lth. This wi.ll act as al'". ':'l'"'-g(:.!' 
visual check of progress with subcontractor comment expected on any 
significant short-fall or changes from one month to the next. The 
staff (primarily the AAA planner and director) w1lI periOdically 
this cumulative data for any dramatic changes which may trigger 
earlier AAA/subcontractor conferences than previously scheduled. 

(A cc.py of the "Monthly Program MOl'"dtoring Report" 1S included as 
Attachment a to this section.) 

B. I l'".forr.la 1 AAA CC'l'"ltt-acts with Prc. J ect Dpet-at i .:.ns 

Formal assessments will involve scheduled site VISItS. In addItIon. 
however, AAA staff and Advisory Council members will from time to 
time, for varying reasons, and either on a scheduled or unscheduled 
basis, have il'"lfc.rmal contact with prc.Ject c'pet-atiol'"ls. Aside ft-c.r.l 
provIding familiarity with project operations for staff and Advisc~y 
Council members, significant concerns that arise from such contact 
will be referred to AAA staff for follow-up investigation and techn~ 

cal assistance to the proJect. 

AAA Advisory Council members are encouraged to have as much InforMal 
contact with project operations as possible depending on the appcro-
priateness in each project's case. The nutrition project services, 
e.g., are highly accessible to Advisory Council members, whereas a 
legal services project is not as acceSSIble to those not leg1timate i ' 

in need of the services. A transportation project may actually be 
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tontract Program Monitoring 

used by an Advisory Co~n~il ~~~ber on a regular, daily basis. In 
ar.y case, t here wi 11 be a ra~ge o:f i rlforma 1 and/or user cClrlt ract s 
that occur with respect to different¢roJects. 

Oftentimes, Advisory C6uncil members may find themselves in a dual 
role - as both a client or user of a certain service and as an advi
sor to AAA staff and the Board of Supervisors. In such a dual role 
the Advisory Council member cannot attempt to resolve problems re
garding the effectiveness of the service. As simply a partIcIpant 
in the service, the Advisory Council member is free to interact with 
project staff as would any user of the service. It should be clearly 
stated to all concerned, however, that such interaction does not 
represent a particular AAA or Advisory Council point of view. Mat
ters of project operation or policy beyond the individual Advisory 
Council member's personal experience as a user of the service must 
be referred to AAA staff or the Advisory Council as a whole. 

Advisory Council members will not be formally representing the AAA 
in discussing general matters of operations wnich must be reviewed 
by the Advisory Council as a whole, AAA staff and/or Board of Super
visors. In these cases, the AAA staff will act as tMe formal liaison 
with the proJects. 

Complaints and RUMors 

1. Specific Problems of Consumers -- Not Handicapoed-Related 

AAA staff will record in writing all complaints received from con
sumers and respond in writing. A copy of all such corresoondence 
shall become a part of the contract file of any AAA-funoed pro
Ject. Such correspondence will then be available at tMe time of 
formal assessments. 

The Advisory Council plays a very important role in being receiver 
of cClmplairlts arId "rumclrs" abclut both AAA arId non-AAA ft.lnded pt~O

grams. It is essential that Advisory Council members pass on 
such information to the AAA staff for investigation and report 
back to that member arId/or the full Advisory Council. The general 
outline of procedures is as follows: 

a. Recording of as many details as possible at tMe time of 
hearing a complaint or rumor, as well as encouraging the 
consumer to contact prOject Staff and project Advisory 
Council. Optimally, most solutions would be best handled 
by the project itself. 

b. PaSSing the information to the AAA Director~ fiscal offi
cer, planner and secretary in that order for their inform
at ielrl. 

c. In cases where the Advisory Council member feels that the 
AAR should playa role, allow the AAA staff at least three 
working days to report back their findings and recommend
ation for further action either verbally or in written 
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Contract Program Monitorin~ 

fo~m. A report on any such complaint (valid or not) 
involving an AAA subcontractor is to be placed in con
tract file. 

d. If I",c.t satisfied with AAA staff actie'l", or, the mattet', 
Advisory Council member should bring the information to 
the attention of the Chair, Vice-Chair or Secretary 
of the Advisc,ry CeolJncil, iI", that ordet'. The mattet' wil 
then be referred to the aepropriate committee for furth 
action. An officer of the Advisory Council will be re 
ponsible for bringing up the matter of AAA staff res
ponsiveness at the next Executive Committee meeting. 

It needs to be emphasized that in most cases it will be of gr 
er service to seniors for an Advisory Council member to communi 
cate a specific concern, complaint or rumor to the AAA staff 
rather than do nothing or to communicate it to other Advisory 
Council members, family and friends. The point is that miSIn
formation as well as valid complaints not addressed can be very 
harmful to the effectiveness of senior programs. It is best f 
the Advisory Council to utilize AAA staff to follow up on sucn 
matters within a reasonable amount of time. 

2. Specific Problems of Consumers - Handicapeed Related 

It is the policy of Sonoma County Area Agency on Aging net 
discriminate on the basis of handicap. The Area Agency on 
Aging has adoeted an internal grievance procedure providing 
for prompt and equitable resolution of cc~plaints alleging 
any action prohibited by Section 504 of the Rehabilitatien 
Act of 1973 (29 U.S.C. 794) or the U.S. Department of Healt 
and Human Services' regulations implementing the act. See
tie'l", 504 states, iI", part, that "rl':t othet'wise-qualified 
handicapped individual. shall, solely by reason of hIS 
handicap, be excluded from the participation in, be denied 
the benefits of, or be subjected to discrimination under 
program or activity receiving Federal financial assistance. 
The law and regulations may be examined in the office of 
Eddy Laine, Director, AAA, who has been designated 
nate the efforts of Area Agency on Aging to comely with 
Sect i C'I", 504. 

a. Any person who believes she or he has been subjected to 
discriminatic.l", C'I", the basis of hal",dicap, iI", cC'I",tt'adictl 
of the policy stated above, may file a grievance under 
this procedure. It is against the law for Area Agency 
Aging to retaliate against anyone who files a grievance 
or cooperates in the investigation of a grievance. 

b. Grievances must be submitted to the Section 504 Coord! 
tor within 30 days of the date the person filing the 
grie~ance becomes aware of the alleged discriminatory 
act i c.r,. 
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Contract Program Monitoring 

c. 

d. 

e. 

f. 

g. 

h. 

i. 

A complaint must be in writing, containing the name and 
address c.f the pel'~sc.Y'1 filiY'!!;;! it (lithe grievaY'lt"). The 
complaint must state the problem or action alleged to 
be discriminatory and the remedy or relief sought by 
the gr i evaY'lt. 

The Section 504 Coordinator (or her/his designee) shall 
conduct an investigation of the complaint to determine 
its validity. This iY'lvestigatic'Y'1 may be iY'lfc'l"mal, bl..lt 
it must be thorough, affording all interested persons an 
opportunity to submit evidence relevant to the complaint. 
The Section 504 Coordinator will maintain the files and 
records of the Area Agency on Aging relating to suCh 
gr ievaY'lces. 

The Section 504 Coordinator will issue a written decision 
on the grievance no later than 30 days after its filing. 

The grievant may appeal the decision of the Section 504 
Coordinator by filing an appeal in writing to Mr. Tom 
Schopflin, Sonoma County Administrator, within 15 days of 
receiving the Section 504 Coordinator's decision. 

Mr. Tom Schopflin, Sonoma County Administrator, shall 
issue a written decision in response to the appeal no 
later than 30 days after its filing. 

The availability and use of this grIEvance procedure do 
not preclude a person from filing a complalnt of discri
mination on the basis of handicap with the HHS OFFICE FOR 
CIVIL RIGHTS, 1275 Mal"ket Stl'~eet, 14th Flc .. :.r', Sem FraY'l
cisco;, California 94103; telephone (415) 556-8586. 

Area Agency on Aging will make appropriate arrangements 
to assure that disabled persons can partIcipate in or 
make use of this grievance process on the same basis as 
the non-disabled. Such arrangements may include, but are 
not limited to, the provision of interpreters for the 
deaf, prOVIding taped cassettes of material for the blind, 
or assuring a barrier-free location for the proceedings. 
The Section 504 Coordin~tor will be responsible for oro
viding such arrangements. 

The Advisory Council has established a procedure by which· dIrectors 
of programs (both AAA and non-AAA funded) ~ijl be invi~ed ~~ make 
preseY'ltatic'Y'ls at the l'~eglliar Advis.:.l"y CouY'lcil rl14:~eti·)'"lg .... The'$E pre
seY'ltatic'Yls pl"c.vide an c.pportLlnityfc.r c'Y'I-g':'ll'"qi··,ed~~II";;:~tioj-:J.. ·,t~.t; bc.th 
the Advisory CC.Llncil and AAA sta.fr.' The erllph~si;s at., me,etiY'lg~ c'lttside 
Santa Rosa will be OY'I some progl"ar't.ol'~ .. a"l aspect,'-e,f sOl'lie>':~wc.grar., , 
that has speCial significance for th~.~rogr~p~icdJ ~r.a~~ere·the 
meetiY'lg is held. From time.. to til'ie, tHe AdVisory.;Co'tlY';cil r.lay' call 
special meetings for the l:furpc.~e c.f·,.irit.!Fl"ls'ifyi'rIQ HilS 'pl'ocess by 
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scheduling several programs at one time. AAA staff together with 
the Executive Committee will be responsible for facilitating the 
sched~ling and logistics for such program presentations. 

Advisory Council committees covering specific program area (e.g., 
nutrition) will also be meeting with project staff at times to 
discuss and review project operations - most often in 22e spirit 
of planning for better or increased services in the future. Such 
meetings will be in additlon to any formal contract assessments. 

The AAA Program Descriptions are summary documents prepared by A~A 
staff on both AAA and non-AAA funded programs. These documents are 
reviewed by both Advisory Council committees and service provlders 
and are available for anyone to review for background material on 
project operations. 

E. Consumer Surveys 

Statistically reliable consumer surveys can be an important ingre
dient of any system of monitoring, assessment and evaluation. At 
this time, there is no established policy or program for surveys on 
the part of the AAA. However, the AAA staff will be exploring wltn 
prc'Ject staff the possibilities il'. this at~ea. Such s.,.It~veys cal'. er,
compass users as well as un-users, information on needs and aware
ness of services as well as satisfaction with services used. 

Likewise, the AAA has as yet not established any program for per
iodlcally surveying professional staff persons concerning sentor 
services in Sonoma County. The purpose of such a survey could be 
to ascertail'. 

a) opinions on unmet needs 
b) suggestions for desirable coordination 
c) opinions on effectiveness of particular projects 

1/86 
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SONOMA COUNTY AREA AGENCY ON AGING 
2230 PRCF"ESSltlN .... 1. ORIVE SUITE 102 SANTA ROSA, CAL'F"CRNIA 95401 

PHONE: (707) 527-3139 

ASSESSMENT PROCEDURES 

I. DEFINITIONS 

For the purposes of this manual. assessment shall be defined as: 

A process of evaluating contract performance prepared by a team 
analyzing formal and informal monitoring reports. invoice reviews. 
contractor reports. and previous assessment reports. 

Assessments may concentrate upon a specific aspect. in which case 
they are called focused assessments, or may be general in nature 
addressing overall contract performance. Initiation of the assess
ment process rests with the AAA Director. Some of the elements of 
an assessment are determination of: 

• effectiveness in meeting goals 
• responsiveness of contractor to previous assessments 
• regulatory compliance 
• degree of contract compliance 
• Agency problems for purposes of technical assistance 
• exemplary performance on the part of a contractor. 

Assessments are the result of a formal review of all the relevant 
facts known to the AAA about a contractor's performance at anyone 
time. Assessments most often do not compare one program or con
tractor within the framework of the contract goals and regulations 
set for that particular program; its emphasis ;s the analysis of 
progress and compliance within a contract. As such. AAA assess
ments. in the formal sense, can only apply to AAA funded projects. 

II. ASSESSMENT PROCESS 

A. Assessment Preparation 

1. Use of Monitoring Reports 
It is intended that as~~ssments can be accomplished by a 
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Assessment Procedures 

combination of contract file review and a mandatory visit 
with the project. with particular emphasis on the content 
of the monitoring reports and previous assessments. 

2. Site Visits 

While the monitoring process provides a certain kind of 
review of site operations. the assessment team must visit 
the contractor's operation as part of the assessment process. 
In addition to the regularly scheduled assessment. special 
assessments might be required in the following situations: 
a. Monitoring reports indicate a continuing/recurring pro

blem or deficiency; 
b. The assessment teams consider the monitoring reports to 

be inadequate or incomplete to perform the assessment; 

or 
c. The contractor requests such a visit by the assessment 

team. 
Contact with project operations by the assessment team may 
or may not be scheduled in advance with the contractor's 
Director. Any formal conference. however. would require an 
appointment. At the discretion of the contractor's Director, 
up to two members of the advisory group of the project being 
assessed may be present during the assessment. 

At the end of each such formal visit. the assessment team will 

conduct an exit interview with the project director or his/ 
her designee to discuss the team's ovservations. 

3. General Agency Requirements Questionnaire 
a. As part of the overall assessment process, the question

naire is an important tool. The questionnaire provides 

detailed questions which allow the assessment team to 

uncover any problem areas in the operations and pro
cedures of the assessed program. The Questionnaire also 
provides a method of standardizing the assess~~nt team~s 

inquiry into project operations, so that the information 
requested from projett to project does not vary signifi
cantly. (See Atta~hment p) 
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Assessment Procedures 

B. Prior Assessments 

Records of prior assessments shall be on file at the AAA and accessible 
for review by other service providers and the public. 

Before proceeding with contract agency assessments, the AAA shall insure 

that the subcontractor's response to the latest prior assessment is 

available to the assessment team. The AAA will further insure that all 
information related to past corrective measures taken on the basis of 

assessments (including outstanding contractual issues) is made available 
to the assessment team. 

C. Assessment Team Formation 

Upon development and approval of the assessment schedule, the AAA shall 
form an assessment team as follows: 
1. Either the AAA Director or Planner shall be a member 

of all program assessment teams. 

2. The AAA Advisory Council shall be represented on each 

of the program assessment teams. Advisory Council designees 

would preferably be members of the committee whose charge is to 

a given program area, i.e., the Nutrition Committee, Transportation 

Committee, Housing Committee, or Health and Welfare Committee. 

Advisory Council members on assessment teams shall have 

no conflict of interest with regard to the assessment 
service providers. Advisory Council members providing 

or receiving a service may not participate in the assess

ment of that service. 

Other Members 

As deemed appropriate, assessment team membership may 

include the AAA Accountant, Account/Clerk, Nutrition 

Consultant of the AAA, or other specialist whose judgment 

would provide important input in a given program area. 

D. Assessment Planning 
1. In planning for an assessment the AAA understands that 

the results of an assessment are to deal only wi~h the 

program being assessed. As such, aq.assess~ent in no sense 

shall evaluate the individual personnel Qf a program. 

55. • 



Assessment Procedures 

2. AAA Staff Role 

AAA staff are responsible for setting the assessment schedule 
with the service provider, securing all data required of the 
subcontractor, interviewing the project director and relevant staff 
and preparing the report of the assessment outlined below. Upon 
completion of the assessment schedule, letters of transmittal will 
be sent to all subcontractors, notifying them of same. 

At the time of each assessment AAA staff shall review all CDA 
assessment-related policy newly developed since the time of the 
prior assessment. If necessary, the AAA shall further incorporate 
such new policy into the assessment procedure. 

3. AAA Advisory Council Role 

The roles of the Advisory Council member(s), aepending on the 
particular service being assessed, include: (1) to become informed 
of the activities of the projects funded by the Area Agency on 
Aging, (2) to ask the project advisory council members questions 
related to the roles and responsibilities of that project's 
advisory council, (3) to review the results of surveys from the 
users of the project's services, and/or (4) to obtain information 
about the operation of a project by acting as a potential user of th 
project's services and filling out a separate "potential" consumer 
survey based upon contact with that project. 

All survey work would be done with the cooperation of the contract 
agency staff. This would include reviewing the survey form itself. 
the purpose of the survey activity. and in some cases sending a 
joint letter to project clients. The project would be expected 
to send surveys to the clients with an Area Agency on Aging 
envelope included. The clients of the sub-grantee agencies would 
not be expected to sign the surveys in the interest of confiden

tiality. All survey work would be completed at least one week 
prior to the other assessment activity. 

Advisory Council members during assessment activtty should handle 
rumors or complaints in accordance with rumors and 

" 
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and complaints prOV1Slons outlined in Contract Program 
Monitoring II-B. The report of the Advisory Council member 
regarding their participation shall be written and included 
in the overall Assessment Report detailed below~ 

E. Assessment Reports 

1. Exit Review 

The AAA Director shall assure that upon request of the contract 
agency and/or the assessment team, there is an opportunity for 
the assessment team and the contract agency to meet and review 
the preliminary findings of the assessment report in draft form, 
and that meritorious suggestions by the contract agency for the 
alteration of the report are incorporated into the final report. 

Included in the assessment report shall be recommendations made 
by the AAA to the contract agency, including suggested dates for 
completion of the corrective action. 

2. Final Report Distribution 

AAA Director has the responsibility to prepare and process the 
final report. 

F. Assessment Report Processing 

1. Time Schedule 

A report by the AAA staff shall be delivered to the contractor 
agency within 30 days of the completion of the assessment. The 
assessment report shall indicate any follow-up the contract 
agency took with regard to prior recommendations. The contract 
agency's director shall be afforded the opportunity to respond 
to the report for a period of 30 days following distribution. 
The assessment team may modify this report if the contract 
agency's director response warrants change. 

2. Confidentiality 

The findings of the assessment team shall be kept in strict 
confidence until such time as the assessment report is pre
sented to the contract agencies being assessed. 
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Assessment Procedures 

3. Final Report Signatures 
The assessment report shall then be typed in final form 
and signed by the assessment team members. The signature 
of the contract agency may be sought at the discretion 

of the team, with the alternative of transmitting a copy 
of the report to the contract agency by certified mail 
being acceptable with return receipt requested. 

4. Distribution of Assessment Reports 

a. General Distribution 

The completed assessment report shall be distributed 
by the AAA as follows: 

(l) Original: In contract agency file; 

(2) A copy shall be prepared for the signature of 
the AAA Director and other members of the assess
ment team to transmit to the contract agency. 

(3) A copy shall be sent to the Sonoma County 
Administrator's office. 

(4) A copy shall be sent to the Sonoma County Board 

of Supervisors. 

b. AAA Advisory Council 

The AAA Advisory Council shall be informed of the 
completion of an assessment, and the general findings 
thereof, by the inclusion by the AAA Director of a 
brief report in the monthly administrative report to 
the Council. 

III. CONTRACTOR APPEAL 

o 

If the contract agency disagrees with the findings and recommendations 
of an assessment report, the contract agency may appeal as follows: 
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~sessment Procedures 

A. AAA Advisory Council 

The contract agency may file with the Council a formal 
written appeal containing the following information: 

1. Assessment findings/recommendations appealed; 
2. Reasons for app~al; and 
3. Suggested alternative assessment report wording. 

When such an appeal is filed. the AAA Director shall have the 
responsibility for coordinating the appeal with the Council 
and making certain that the Council has the assessment report 
in question as well as the appeal. If the appeal involves a 
legal matter. such as an interpretation of contract language, 
the Director shall secure necessary advice of County Counsel. 

The AAA Advisory Council shall hear the appeal at its next 
regular meeting, and shall, after hearing the data presented 
by staff and the contract agency. render a recommendation on 
the matter. 

B. Board of Supervisors 

Further appeal over assessment findings may be made to the 
Board of Directors of the AAA. which is the County Board 
of Supervisors. 
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